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Copyright © 2011 Redback Solutions Pty Ltd. All rights reserved.

The Visionscape Website Management System (WMS) may not be copied, reproduced or duplicated 
for use on other systems / websites that are not part of the website that has been provided by Redback 
Solutions Pty Ltd., without the expressed permission of Redback Solutions Pty Ltd.

Terms & Conditions
Redback Solutions is a provider of high quality internet and marketing solutions, aimed at growing your 
brand in the marketplace, growing your enquiries and growing your sales.

1.	 The CMS has been tailored to work only with the website it has been provided with, and 
no alterations must be made to the functioning of the CMS without the consent of Redback 
Solutions. 

2.	 Redback Solutions Pty Ltd accepts no responsibility for the inappropriate use of the CMS, 
including the following:

•	 Unauthorised access to the CMS

•	 Unauthorised updating of information through the CMS or any other channels where 
updating of the website could occur

•	 All editable content accessible by the CMS is the responsibility of the website owner.

3.	 Any additions to the functionality of the CMS will be charged at a standard hourly rate.

Redback Solutions Pty Ltd

Address:
Unit 2, 28 Denison Street
Newcastle West, NSW 2302
p: 02 4962 2236
f: 02 4961 0606
e: support@rb.com.au 
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Career Manager
The Career Manager module is Visionscape’s answer to online job advertising within your company’s 
own website. The Career Manager is an optional module - if you are interested in having this module 
added to your website please contact the Redback Solutions office on (02) 4962 2236 to discuss.

Accessing Career Manager

The Career Manager module can be accessed via the Module Menu on the left hand side of the 
main Visionscape window (see figure 1). The main Career Manager page displays a table listing 
all jobs currently within the system (see figure 2). (If there are no jobs, an empty table will be 
displayed.) From this page, you will be able to configure Career Manager, add categories and add 
(and edit) job advertisements.

Configuring Career Manager
In most cases the Team at Redback will have initially configured Career Manager for your website and 
it will be rare for you to need to access the configuration area. However there may be occasions where 
you will need to access this area in order to change the wording of featured text.

Figure 1 - Accessing the Career Manager
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To access the Career Manager configuration, select the Configure Careers button located at the top of 
the Career Manager main page (see figure 2).

Figure 2 - Career Manager Main Page and Configure Career Button

Figure 3 - Career Configuration Page
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There are only a few settings that you should need to change (if any at all) after the initial setup:

•	 Header Text is the text that will appear above the list of job advertisements featured in the 
Careers module. This is optional and is mostly used to display a heading such as ‘Positions 
Available’ or an introduction paragraph for the page. To add or edit the Header Text, select the 
Edit Text button to bring up a text editing area (it will contain the same interface you will see 
when editing a standard page within your website).

•	 List Order allows you to select whether job advertisements will be displayed in ascending or 
descending order based on the expiry date of the advertisement.

•	 No Jobs Text allows you to set default text to display when there are no current 
advertisements. Click Edit Text to open a small text editing area where you can add your 
default text.

•	 Footer Text is similar to Header Text however the text will display below the list of job 
advertisements.

One of the main settings that you may want to change and update after Redback has configured the 
module for your site, is the drop down items for the ‘How did you hear about us?’ question that is in 
the application form. This is located at the very bottom of the Career Configuration page, where you 
will see a table containing the current options as well as a text field to add new items (see figure 4).

Figure 4 - Career Configuration Page and ‘How Did You Hear About Us?’ Question
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       Add
To add a new option enter the text into the Name field and press Add. The page will reload and you 
will see a message confirming the entry has been successfully added.

      Edit
To edit an existing option, click the pencil icon. This will reload the page and populate the Name field 
with the option you selected to edit. Make the necessary change and select Update.

      Delete
To remove an existing option, click the red cross icon. You will be asked to confirm that you wish to 
delete the option.

         Reorder
You can change the order of the items by using the up and down arrows. This will change the order 
that the options appear within the drop down list.

Career Categories
Career categories allow you to categorise job advertisements into groups, which can improve 
usability for your website viewers. This is especially useful if your site displays a large amount of job 
advertisements at one time.

To create, edit or delete a Career Category, select the Career Categories button from the Career 
Manager main page. The new page displayed will show two sections - an Add/Modify Categories area 
for creating new categories and editing existing ones, and a Modify/Delete Existing Categories area 
displaying a table of any existing categories (see figure 5).

Adding a Career Category

In the Add/Modify Categories section (see figure 5), enter a Name for your new category. If you 
have previously added a category, you will have the option of selecting one of those categories from 
a drop down list as a Parent Category. This is optional, but may be useful for organising a large 
amount of job advertisements. You may also give a category a Description which will be displayed 
underneath the category name on the webpage.

When ready, select the Add button to create the category. A message will appear indicating the 
Category has been successfully added. It will also appear in the table of existing categories.
 
Editing a Career Category

To edit an existing category, select the pencil icon that relates to the category you want to edit. Doing 
this will reload the webpage, and the fields under the Add/Modify Categories will now be populated 
with the categories information for you to edit.

When you have finished editing the information, select the Update button to save any changes made 
to the category. (Selecting Cancel will discard any changes you may have made and the Category will 
not be updated.)
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Deleting a Career Category

To delete an existing category, select the red cross icon that relates to the category you wish to 
remove. You will be asked to confirm the deletion of the category. Please be aware that by deleting 
a category, you will no longer be able to access any applications received for jobs which have been 
associated with the category.

Upon deletion, a message will appear confirming that the category has been successfully deleted.

Figure 5 - Career Categories Page
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Adding a Job Advertisement
To create a new Job Advertisement click the Add New Career button on the Career Manager main 
page. You will be directed to a new page to enter information about the position (see figure 6).

There are four (4) mandatory fields when adding a new job advertisement:

•	 Category: A job advertisement must be associated to a Career Category. If you do not wish to 
utilise the Career Categories to group job advertisements, our recommendation is to create a 
‘Default’ category and select this for all new job advertisements.

If the Category drop down list does not contain any categories, please refer to Career 
Categories (see page 4) to see how to create new categories.

•	 Job Title
•	 Date Posted
•	 Date Closing

Figure 6 - Add Career Page (accessed via the Add New Career button)
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Select the Save Changes button to finish. You will be redirected to the Career Manager main page 
and a message will display to confirm the job has been successfully added. You will also be able to 
see it in the job list table.

Combining External Career Sites with Career Manager
If you have posted the job on a Careers site such as Seek (http://seek.com.au) you can opt to receive 
applications through the external site instead of utilising the Application form packaged with the Career 
Manager module. To do this, add the external sites’ URL to the ‘Job Description External Link’ field 
when creating a new job advertisement. Website users will be directed to this URL when they press 
the Apply button on a job advertisement.

Editing a Job Advertisement
To edit an existing job advertisement, click on the relevant Edit link on the Career Manager Main 
Page. You will be directed to a new page that looks similar to the Add New Career page, however the 
information fields will have been pre-filled with information about the existing job.

After you have made any necessary changes, click Save Changes to confirm the updates. You will be 
redirected to the Career Manager main page and the website will reflect the changes you made.

Deleting a Job Advertisement
To delete an existing job advertisement, click on the relevant Edit link to open the job advertisement. 
The editing page will be displayed with information about the job pre-filled into the fields. At the top of 
the page there are three (3) buttons – Save Changes, Cancel and Delete. Select the Delete button 
to remove the advertisement. You will be asked to confirm the deletion.

After confirming the deletion of the job you will be redirected to the Career Manager main page and a 
message will appear to confirm the job has been successfully deleted.

Viewing Job Applications
You can view submitted job applications by clicking the View Applications link for each job. A 
new page will be displayed showing a listing of all applications received via the website for that 
particular position (see figure 7).

All information collected will be shown on the screen except the candidates’ resume. You can view a 
candidates’ resume by clicking on the View Resume link. This will either open the file or ask you to 
download the file depending on the setup of your Internet browser.
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Figure 7 - View Applications Page


	Career Manager
	Accessing Career Manager

	Configuring Career Manager
	Career Categories
	Adding a Career Category
	
Editing a Career Category
	Deleting a Career Category

	Adding a Job Advertisement
	Combining External Career Sites with Career Manager
	Editing a Job Advertisement
	Deleting a Job Advertisement
	Viewing Job Applications

